
MSDE 

Reporting Agency 

Office of Human Resources 

Division or Unit 

Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 
No Description of Records 

(Same Title listed on Schedule) 

Authorization 
Inclusive Dates of 

•Records Destroyed 
Volume 

Cubic Feet 
Date of 
Disposal 

Method of 
Disposal 

No Description of Records 
(Same Title listed on Schedule) 

Retention 
Schedule No. 

Item 
No. 

Inclusive Dates of 
•Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

Timesheets A-COP 2373-4 D 2005 1 9 / 2 7 / 1 2 Shred 
Timesheets COT-GW 2373-4 D 2005 1 9 /27 /12 Shred 
Timesheets HA-LU 2373-4 D 2005 1 9 /27 /12 Shred 
Timesheets PH-SN 2373-4 D 2005 1 9 /27 /12 Shred 
Timesheets SO-Z 2373-4 D 2005 1 9 / 2 7 / 1 2 Shred 
Timesheets A-CHR 2373-4 D 2006 1 9 / 2 7 / 1 2 Shred 

Timesheets CI-GI 2373-4 D 2006 1 9 /27 /12 Shred 

Timesheets GL-JO 2373-4 D 2006 1 9 / 2 7 / 1 2 Shred 

Timesheets KA- MON 2373-4 D 2006 1 9 / 2 7 / 1 2 Shred 

Timesheets MOORE-R 2373-4 D 2006 1 9 /27 /12 Shred 

Timesheets MC-PE 2373-4 D 2006 1 9 /27 /12 Shred 

Timesheets SA-TO 2373-4 D 2006 1 9 /27 /12 Shred 

Timesheets TRA-Z 2373-4 D 2006 1 9 /27 /12 Shred 

Timesheets K-Z 2373-4 D 2007 1 9 / 2 7 / 1 2 Shred 

Timesheets A-C 2373-4 D 2007 1 9 / 2 7 / 1 2 Shred 

Timesheets CO-GIP 2373-4 D 2007 1 9 /27 /12 Shred 

Timesheets Gl - JOHN 2373-4 D 2007 1 9 / 2 7 / 1 2 Shred 

Timesheets JON-MILES 2373-4 D 2007 1 9 /27 /12 Shred 

Timesheets MILLER-Q 2373-4 D 2007 1 9 /27 /12 Shred 

Timesheets R-SHU 2373-4 D 2007 1 9 /27 /12 Shred 

Timesheets SM-T 2373-4 D 2007 1 9 / 2 7 / 1 2 Shred 

Timesheets T-V 2373-4 D 2007 1 9 /27 /12 Shred 

Timesheets WHITE-Z 2373-4 D 2007 1 9 /27 /12 Shred 

Timesheets CO-GRA • 2373-4 D 2008 1 9 / 2 7 / 1 2 Shred 

Timesheets GRE-LIV 2373-4 D 2008 1 9 /27 /12 Shred 

Timesheets PE-SP 2373-4 D 2008 1 9 /27 /12 Shred 

Timesheets ST-Z 2373-4 D 2008 1 9 /27 /12 Shred 

IjKejeby certify tXa\ the records listed above were disposed of as indicated. 

Signature 

DGS 550-2 (Rev 1/93) 

Title Date 



MSDE 

Reporting Agency 

Office of Human Resources 

Division or Unit 

Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 

No Description of Records 
(Same Title listed on Schedule) 

Authorization 
Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

No Description of Records 
(Same Title listed on Schedule) 

Retention 
Schedule No. 

Item 
No. 

Inclusive Dates of 
Records Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

NSA 01-07 to 20-07 2373-4 B 2007 1 9 /27 /12 Shred 
NSA 02-07 to 08-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
NSA 09-07 to 21-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
NSA 21-07 to 23-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 01-07 to 06-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 07-07 to 15-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
SA 16-07 to 26-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 26-07 to 34-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 34-07 to 44-07 2373-4 B 2007 1 9 /27 /12 Shred 

SA 45-07 to 49-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
SA 50-07 to 53-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 54-07 to 59-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 60-07 to 66-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
SA 67-07 to 77-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 78-07 to 87-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 88-07 to 95-07 2373-4 B 2007 1 9 /27 /12 Shred 
SA 9.5-07 to 101-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
SA 01-08 to 06-08 2373-4 B 2008 1 9 /27 /12 Shred 
SA 06-08 to 14-08 2373-4 B 2008 1 9 /27 /12 Shred 
SA 19-08 to 27-08 2373-4 B 2008 1 9 /27 /12 Shred 
SA 28-08 to 30-08 2373-4 B 2008 1 9 /27 /12 Shred 

SA 30-08 to 33-08 2373-4 B 2008 1 9 /27 /12 Shred 
SA 33-08 to 36-08 2373-4 B 2008 1 9 /27 /12 Shred 
SA 37-08 to 44-08 2373-4 B 2008 1 9 / 2 7 / 1 2 Shred 
SA 44-08 to 51-08 2373-4 B 2008 1 9 /27 /12 Shred 
SA 51-08 to 52-08 2373-4 B 2008 1 9 / 2 7 / 1 2 Shred 
SA 52-08 to 59-08 2373-4 B 2008 1 9 / 2 7 / 1 2 Shred 
SA 59-08 to 66-08 2373-4 B 2008 1 9 / 2 7 / 1 2 Shred 
SA 66-08 to 75-08 2373-4 B 2008 1 9 /27 /12 Shred 

I l)efeby certjfv^that^he records listed above were disposed of as indicated. 

Signature Title 

X2. 
Date 
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MSDE 

Reporting Agency 

Office of Human Resources 

Division or Unit 

Department of General 
Services 

Records Management Division 
7275 Waterloo Road (Rte 175) 

P.O. Box 275 
Jessup, Maryland 20794-0275 

Prepare in duplicate 

Retain one (1) copy and forward 
original to address at left 

CERTIFICATE OF RECORDS DISPOSAL 

No Description of Records 
(Same Title listed on Schedule) 

Authorization 
Inclusive Dates of 
Records-Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

No Description of Records 
(Same Title listed on Schedule) 

Retention 
Schedule No. 

Item 
No. 

Inclusive Dates of 
Records-Destroyed 

Volume 
Cubic Feet 

Date of 
Disposal 

Method of 
Disposal 

Inactive Pers File A-C 2373-4 B 2005 1 9 /27 /12 Shred 
Inactive Pers File D-G 2373-4 B 2005 1 9 /27 /12 Shred 
Inactive Pers File H-L 2373-4 B 2005 1 9 /27 /12 Shred 
Inactive Pers File M-R 2373-4 B 2005 1 9 /27 /12 Shred 

Inactive Pers File S-T 2373-4 B 2005 1 9 /27 /12 Shred 

Inactive Pers File W-Z 2373-4 B 2005 1 9 /27 /12 Shred 

Inactive Pers File A-E 2373-4 B 2006 1 9 /27 /12 Shred 

Inactive Pers File Fi-Jo 2373-4 B 2006 1 9 /27 /12 Shred 

Inactive Pers File Ki-Mo 2373-4 B 2006 1 9 /27 /12 Shred 

Inactive Pers File Nu-Si 2373-4 B 2006 1 9 /27 /12 Shred 
Inactive Pers File Sm-Z 2373-4 B 2006 1 9 / 2 7 / 1 2 Shred 

Inactive Pers File A-Co 2373-4 B 2007 1 9 /27 /12 Shred 

Inactive Pers File Ch-G 2373-4 B . 2007 1 9 / 2 7 / 1 2 Shred 

Inactive Pers File H-K 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 

Inactive Pers File L-N 2373-4 B 2007 1 9 /27 /12 Shred 

Inactive Pers File Sm-Z 2373-4 B 2007 1 9 /27 /12 Shred 

CTR Inactive A-L 2373-4 B 2005 1 9 /27 /12 Shred 

CTR Inactive M-Z 2373-4 B 2005 1 9 /27 /12 Shred 

CTR Inactive A-L 2373-4 B 2006 1 9 /27 /12 Shred 

CTR Inactive M-Z 2373-4 B 2006 1 9 /27 /12 Shred 

CTR Inactive A-F 2373-4 B 2007 1 9 /27 /12 Shred 

CTR Inactive G-SH 2373-4 B 2007 1 9 /27 /12 Shred 

CTR Inactive Si-Z 2373-4 B 2007 1 9 /27 /12 Shred 
CTR 08-07 to 144-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 
CTR 144-07 to 186-07 2373-4 B 2007 1 9 / 2 7 / 1 2 Shred 

CTR 02-08 to 137-08 2373-4 B 2008 1 9 /27 /12 Shred 

CTR 138-08 to 150-08 2373-4 B 2008 1 9 /27 /12 Shred 

Grievances 2373-4 C 1990-2003 1 9 /27 /12 Shred 

Office Sec Apps 2373-4 ' B 2007 1 9 /27 /12 Shred 

I hereby certify that the records listed above were disposed of as indicated. 

signature 
DGS 550-2 (Rev 1/93) 

Title Date 


